
Welcome 

to to 

Ceridian



Go to www.ceridian-benefits.com Enter your Login ID, and your 

Password/Pin.



Select Cobra Administration and click go.



If necessary select Ceridian Cobra Services.



Select  Data Entry Forms.



Select the NEW! COBRA Qualifying Event Form.



Select the reason for the loss of benefit coverage. Click on the NEXT 

key to proceed to the following screen.



Enter the Employee’s social security number, Qualifying

Event Date, and the Benefits Termination Date. Proceed by selecting 

NEXT.



Next, enter the individual experiencing the qualifying event (ex., employee or 

dependent). Click add dependent if a spouse or dependent (s) is loosing 

coverage. Proceed by selecting NEXT. 



Select applicable carrier code, option code, and plan code. (Please refer to 

client rate report) Proceed by selecting NEXT. If applicable, fill in the 

Monthly FSA Contribution and the Company Subsidy End Date.



Verify that all coverage selected are applicable to the employee and 

each dependent. Select Next to proceed.



A summary of the information entered will appear. You can select EDIT if 

applicable and select SUBMIT DOCUMENT to proceed.  



If the document is successfully submitted you will receive a message advising that 

the document was entered into the WebQE Database.



Go to File and print the completed document for your records.  Select 

NEW DOCUMENT to begin a new qualifying event.


